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Introduction
I

With few exceptions, all employers in Washington State are required to have an Accident Prevention Pro-
gram (APP). Writing an APP is not difficult and with a little time and effort you will have a program that will
save you money, prevent injuries and ilinesses and put you in compliance with regulations.

We have provided sample APP documents and tools so that you can easily write your own APP. Every
workplace has its own special hazards and work environment therefore your APP needs to be tailored to
your business.

This guide was designed to make developing your own APP as simple as possible. It is divided into three
sections. The first section explains what you must do to be in compliance with regulations. The second
section shows you how to write a more comprehensive APP that will take you beyond compliance which
will bring you the added benefits of increased safety awareness and probably fewer injuries and illnessess.
This could lower your industrial insurance rates and save you money. The third section is filled with tools
and templates that you can adapt to your needs.

It’s No “Accident”...

Most workplace illnesses and injuries
are not due to “accidents”. The term
accident implies that the incident could
not have been prevented, that it was no
one’s fault, that it was “just bad luck.”

Unfortunately this attitude has led to the
injury and death of thousands of work-
ers. Through a systematic approach to
recognizing and correcting workplace
hazards, we can reduce workplace
injuries and fatalities significantly.

Working together we can make sure that
every worker in our state comes home
healthy and safe every day.

Having an APP is your first step.



Having an Accident Prevention

Program is Good for Your Business
e

On average, 110 workers in
Washington State are killed each
year in work-related incidents. In
addition, over 220,000 injury
and illness claims were reported.

That's 110 families that lost a
loved one to preventable inci-
dents.

These deaths and injuries resulted
in pain and suffering, permanent
disability, loss of jobs, loss of
homes, family distress and
economic disaster for the workers
and their families and, often, their
employer as well.

Injuries cost us all. In addition to
the direct cost of an injury or
iliness, such as medical and time
loss payments, there are hidden
costs.

The hidden costs to your business
can be immense: lost time by
workers and supervisors, dam-
aged equipment and product, loss
of production, reduced employee
morale, and the cost to train
replacement workers.

The National Safety Council
estimates that for every dollar of
direct cost there are an additional
$4-$10 in hidden costs.

One serious work-related injury
could put you out of business.

Few or no injuries can lower
your industrial insurance
premium costs by lowering your
Experience Factor (EF) Rating.
See page 15 for details.

All employers are required to have
an Accident Prevention Program.

The most frequently cited WISHA
violation is for not having an
Accident Prevention

Program.

This guide helps you avoid this
common violation with little time
and effort.



Using This Guide Can Save You Time
]

WISHA recognizes that employers are busy running their businesses. This guide is designed to save
you time and effort in developing an Accident Prevention Program.

We have provided you with:

« information you need quickly for compliance or to develop an Accident Prevention Program that goes beyond compliance.
* ready-to-use samples of an Accident Prevention Program in outline or comprehensive formats.

« ready-to-modify industry-specific Accident Prevention Programs.

« ready-to-use forms you may need for your program.

« information about injury costs to help you decide what issues need attention first.
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e various tools and templates you may need for your program.
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* links to other useful information in electronic form.

All information in this guide is on the CD.

NOTE: We have provided sample programs, forms, and templates for your convenience. You
must make the necessary modifications so that they reflect the conditions in your workplace as
required for compliance and program effectiveness.




Your Ghoices of Action
I

Depending on your needs and priorities,
this table will tell you where to get the information you need quickly:

If you need:

Assistance in starting * 4 Steps to Workplace Safety on page 8
a workplace safety program
8 Assistance in *Industry-Specific APP Development Guide on page 7
_2 complying with the APP Core Rule y-op P pag
o=
C-S g Assistance in developing an * Developing an APP that goes heyond compliance
o O APP that goes beyond compliance on page 10
= <L
= ‘E Help in determining if your program is effective, Turn to page 66

according to the APP Core Rule

Sample of an APP

, : , , * Turn to page 19
in an outline form that complies with the rule.

Sample of an APP that goes beyond compliance * Turn to page 22
Resources * Turn to page 11
Information on Industrial Insurance, * Turn to page 12

Other Injury Costs, and Statistics

Internet sources for other safety and health issues * Turn to page 18




Industry-Specific Accident Prevention

Program Development Guide
e

To ensure that you are receiving the correct information for the industry in which you work, please take a moment to see if your
industry is listed on the chart below.

If your industry is listed below, the requirements for an Accident Prevention Program may differ from the Core Rule. However,
you may wish to use samples of similar requirements from this guide to assist you in writing an Accident Prevention Program.

If you work in this industry:

Agriculture Page 71, WAC 296-307-030
Construction Page 72, WAC 296-155-110
Firefighting Page 74, WAC 296-305-01505
Logging Page 75, WAC 296-54-515
Sawmills Page 76, WAC 296-78-525
All others Page 9, How to use the

APP Compliance Guide Table




4 Steps to Workplace Safety and Health

Evaluate your workplace for safety and health.

* What is your injury or illness rate?
For comparison, what are the injury or illness rates of your industry statewide?
» What types of injuries and illnesses are you experiencing?
What operations are involved in the injuries and illnesses?
* What is your Industrial Insurance premium rate?
* What WISHA regulations have you been found in violation of?

Determine what safety improvements you want to make.

What changes do you need to make that will make a difference?
* Establish safety goals.
For example, reduce injury rates, premium rates or eliminate violations of safety standards.
* Make changes in those areas that will have the most impact on the safety and health of
your employees.

Determine how to make the improvements.

How will you make those changes?
* \We suggest a program approach to making the desired improvements as explained in this guide.
* You may obtain help from WISHA Consultation Services at no cost or from other sources, if needed.

4 Steps to Workplace

Safety and Health

Complete the activities for improving your program
then measure your results.

Act, then measure your results.
» Complete the activities you need to achieve the desired improvements.
* Measure results to ensure that your improvement activities were successful.




104 ddV

How to Use the Guide for an Accident Preven-
tion Program

apiny asueljdwo’

Step 1 Step 2 Step 3

Read Column A of the Read Column B for the Use the suggested sample

Accident Prevention general things you need programs, tools, or

Program Compliance Guide to do or have to comply with templates in Column C,

on Page 80. the requirements in depending on your needs.
Column A.

Important: These sample
programs or tools must he
lailored to your workplaces.

Read in Column C links to
other related Core Rules
and do what is required to
satisfy the compliance
requirements. For example,
the Accident Prevention
Program requires procedure
on the use and care of

PPE. Column C reminds
you to go to the PPE rule,
WAC 296-800-160, to find
out what needs to be done to

comply.

* To be used with the WISHA Core Rule Book or GD



How to Use the Guide for an Accident

Prevention Program *
]

Step1 Step2 Step3  Step 4

Read the Read the “As Read the “Why Use the suggested
% elements of an Demonstrated by” This Element is samples, tools, or
= Accident row. This row lists Important” row, templates in
(-3 Prevention the things that which explains “Tools, sample
o~ N-T  Program that should be in place the reasons why programs...” row,
§ g goes beyond to satisfy the these elements depending on
E’.‘E compliance on elements under are needed. your needs.
W=l Page 82. which they are
a & placed. Important:
A © These sample
<O programs or
tools must be
lailored to your
workplaces.

To ensure that your
Accident Prevention
Program meets the
Accident Prevention
Program compliance
requirements for
your industry, you
need to refer to page
7, Industry-specific
Accident Prevention
Program Develop-
ment Guide and
follow directions.

* To be used with the WISHA Core Rule Book or GD



Resource Pages
]

The following pages contain information and tables to
make it easy for you to write your own Accident Preven-
tion Program. There are also links to forms that you can
customize for your own business and

industry-specific APP examples.
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Could Your Business Survive?

You have been in business for over five years now. Your company has
grown from two employees to twelve, and you are doing well. This morning

was no different than any other, except that today your best worker was
severely injured when one of the machines unexpectedly jammed. Your
worker suffered serious disabling injuries. Recovery will be long term and
he will likely never be able to do his job again. Now the true costs of an
injury or liness start adding up...

In addition to losing your best worker, the machine will be offline for weeks,
not to mention the repair costs. The compliance officer who investigated the
incident said the injury could have been avoided had the equipment been
inspected and maintained regularly. He also informed you that you will be
issued a citation for a serious violation and assessed a fine. You'll have to
pay your other workers overtime to make up for being short-handed.
Productivity drops, you can’t fill your orders on time, and your customers
start taking their business elsewhere.....Could your business survive this
scenario?

As an employer, you know that running a business is no easy matter. You
must make the most effective use of your expenditures, time, production
processes, and workers. A small mistake or error in judgment could cost
you and your business.

We know employers like you place a high value on the well-being of your
employees. Nobody wants injuries or illnesses to happen in his or her
business. Injuries and deaths are no-win situations.

Injury and lliness Costs and Statistics
e

What are the True
Costs of Injuries and
llinesses?

As an employer, you know that running
a business is no easy matter. As a
small business owner in particular, you
take risks and face many challenges
that you must overcome to run your
business and succeed. You may not
have had any serious incidents or
significant losses from work-related
injuries or illnesses at your work place
so far; this is true in most small
businesses. Why should you worry
about it now? Because one incident
could cost you plenty.

The information on the following pages
shows how much workplace injuries
and illnesses really cost you and your
employees and show what you can do

to cut your costs.



Why You Need An
Accident Prevention Program

The Human Impact

From 1995 to 1999, an average of 110 men and women
per year lost their lives from work-related injuries in
Washington State. Additionally, over 220,000 injury and
illness claims were reported. These resulted in pain and
suffering and may have caused permanent disability, loss of
job, loss of home, family distress, and economic losses.

=
1
2]
Q
| —
—
1]
D
o
=
=
D
)

Direct Costs:

¢ Medical Payments
¢ Time Loss Payments

The Economic Impact

For every dollar of direct costs,
the National Safety Council

estimates an additional $4 — $10 of
hidden costs.

Hidden Costs:

¢ Lost Time by Workers & Supervisors
¢ Damaged Equipment & Product

¢ Loss of Production

¢ Reduced Morale

¢ Cost to Train Replacement
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Cost To Employees

Besides the pain and suffering that injured
employees experience, they also share in paying
the employer’s premium costs. A worker for an
employer with a poor safety record will contrib-
ute more industrial insurance premiums than a
counterpart at a company with a good safety
record.

The Most Frequently
Cited Standards Were
Violations of Accident

Prevention Program

Rules and

Requirements.

per Year to $2306 per
Year When Your Experi-
ence Factor
Rises from
1.0 (base) to 2.0

(based on 2001 rates for
roof work (0507))

Other Costs Can Come
From Fines for
Violations of WISHA
Standards

Between October 1995 and September
2000, the most frequently cited stan-
dards were attributed to violations in
Construction Accident Prevention
Program Rules and Accident Prevention
Program Requirements.

The Bottom Line is This: Fewer injuries mean less worker pain and
suffering AND increased productivity and profitability

14



Controlling Your Industrial

Insurance Premium Costs

]
What You Gan Control

Most businesses are insured for workers’ compensation through the Washington State Fund, managed by the Department of
Labor and Industries’ Insurance Services Division. If you have an effective accident prevention program, you could be paying
lower premium costs. How? Your industrial insurance premium is calculated based on several factors, including your experience
factor, which you can control.

What is an Experience Factor?

It is the number that indicates how your company’s claims experience (how many accidents you have and how much they cost)
compares to others in your industry. It is used to modify the premium rate you pay into the State Fund to cover workers’
compensation claims costs.

Premiums are determined by your Experience Factor (EF)

New businesses normally pay the “base” premium rate, which is set at 1.0. The base rate reflects the risk
of workplace injury or disease in specific industries as a whole, for each risk classification. After a busi-
ness has established it's own accident experience record, the premium will be “experience-rated.” This
means that your premium may be increased or decreased from the current base rate based on your
company’s actual accident history. The higher your claims costs, the higher your experience factor will
be, and the more money you will pay in industrial insurance premiums You can manage your experience
factor rating by having a good accident history through an effective accident prevention program.

BASE RATE 1.0

Each year you receive a rate notice that includes the experience factor rating for your business and how much you’ll pay for your
business (“Your Rate” on the sample below). As shown on the rate notice below, your premium rate (per hour), or “composite
rate,” is determined by multiplying your experience factor (EF) by the sum of the accident fund and medical aid base rates, then
adding in the supplemental pension assessment:

RATE NOTICE
i == A cunss EXPERIENCE | ACCIDEWT WED AID ZuRE YowR FOROLL
s — CODE =S FACTCR FUHD FLHD FERZICH RATE | DEDUCTHCH
By = . G wi | s
W, | 9999 widgetmrg | 5000 | 6000 | 4000 | 0472 | s472 | 12360

SAMPLE

Note: The last column in the rate notice, “Payroll Deduction”. This is what employees may pay
towards industrial insurance costs, usually deducted by the employer from the paychecks.
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Here’s How the Premium or Composite Rate is Galculated:

Experience Factor x ( Accident Fund Rate + Medical Fund Rate ) + Supplemental
Pension Assessment = “Composite Rate”

The Accident Fund rate and Medical Fund rate are based on the risk classification; the Supplemental Pension Assessment rate
is the same for all risk classifications.
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Employees may share in part of the premium costs, deducted by the Employer.

Here’s How the Premium Cost is Galculated:

Hourly Premium or Composite Rate x Total Worker Hours = Premium Cost

The total industrial insurance premium cost for your business is the sum of all the risk class premium costs.
Employees are also rewarded by a lower experience factor rating.

Remember from the previous section that employees share in part of the premium costs, usually deducted by the employer
from their paychecks. The employees’ contribution to the premium costs is calculated as follows:

Payroll Experience x Medical Aid Supplemental
Deduction = Factor Fund Rate + Pension Assessment
Per Hour 2

The Bottom Line is this: employers with claims costs lower than expected, have premium
rates reduced from base rates. The lower the experience factor, the more you save.

See the examples on the following pages on how you can save on
your insurance costs.




Examples of Cost Savings
e

The following example shows how three different companies in the same
business can have significantly different premiums, based on their
experience factors:

* A new company (ABC Co.) has no experience with on-the-job injuries.
So it automatically gets an experience factor of 1.0. That means a new
company, or one with average claims costs, pays the base rate for the
industry.

* Another company (DEF Co.) with a better-than-average accident record is
rewarded with a lower experience factor, say 0.5, for example. When this
experience factor is multiplied into the equation, it brings down the pre-
mium by about 50 percent, or only half of the basic rate. Thus, companies
with good safety records and sound claims management programs are
rewarded with lower industrial insurance premiums.

* A third company (XYZ Co.) has had a history of incidents. Because of

its high claims costs, it has a high experience factor, perhaps as high as LEF . . I\E .
2.0 or more. This company’s injuries and illnesses and medical fund Annual Accident & Medical Aid
premiums will be two times higher than those of a company at base rate. 20 Workers, $1 per Hour Base

Injuries will affect your industrial insurance premiums for several years

Your company’s current experience factor is calculated at the beginning of each year on the basis of your claims track record
during a rolling three-year window. For example:

Claims with a Impacts an employer’s rates

date-of-injury between for the (calendar) years
7/1/1998 - 6/30/1999 2001,2002,2003
7/1/1999 - 6/30/2000 2002,2003,2004
7/1/2000 - 6/30/2001 2003,2004,2005

Because your industrial insurance premiums are based on your accident history, you can work to control them. It makes the
most sense to focus your efforts on preventing future injuries and industrial insurance claims.

What you do - or don’t do — about injury prevention will affect your company’s premiums and profits
for years to come.

Be more competitive when bidding for projects by lowering your Experience Factor

When it comes time to select from among a pool of bidders for a major project, the business wih the lowest experience factor has an
edge in winning the contract. Why? It presents the lowest risk. No one wants to hire an “incident prone” company where work
stoppage delays due to injuries are more likely to occur And, with a lower experience factor, your workers’ compensation premium
will be less — this gives you more flexibility on your bid.

17
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Monetary penalties for the most frequently cited standards for your
industry. (Note: For Washington state statistics, select “Washington”
in the Federal or State Jurisdiction menu box. WISHA is referred to
as “Washington OSHA” on the web page.)

Where to Find Information on the Internet
]
This Information

This Information

http://www.osha.gov/oshstats/std1.html

Help from L&I’s Insurance Services for suggestions on ways to
minimize your industrial insurance costs.

http://www.Ini.wa.gov/retro/Default.htm

Industry-specific information, including claims information; experi-
ence factor ratings; and number of injuries and cost of claims based
on the nature, type, or source of the injury, etc.

http://www.Ini.wa.gov/prs/DataAnalysis/
daweb.htm

Industrial Insurance premium rates and classifications, experience
ratings, and other resources for employers.

http://www.Ini.wa.gov/insurance/employers.htm

For free individualized, no cost assistance on ways to reduce your
industrial insurance claims costs from L&I’s Risk Management
Services consultants .

http://www.Ini.wa.gov/home/direct.htm

Descriptions of workplace fatalities.

http://www.Ini.wa.gov/wisha/topics/fataliti.ntm.

Washington’s Bureau of Labor Statistics data on fatal and nonfatal
occupational injuries and illnesses by industry (SIC code), occupa-
tion, or division.

http://www.Ini.wa.gov/prs/blsi/blsihome.htm|

Fatality Assessment and Control Evaluation (FACE) Program fatal
accident investigations.

http://www.Ini.wa.gov/sharp/face/
dathome.htm

The L&l videotape library for a variety of safety and health video-
tapes.

http://www.Ini.wa.gov/wisha/videocat/
index.htm

Employers can also check information about classification and rates as well as employee claims via the automated

claims information line: (800) 831-5227.

For help with your Accident Prevention Program, contact your local L&l WISHA Services Safety and Health Consultants.

They can also offer you individualized assistance at no cost.

WISHA Homepage for current Rules and Regulations and other
helpful safety and health information

http://www.Ini.wa.gov/wisha

18
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Accident Prevention Program
e

Click Here For an APP You Can Modify

Accident Prevention Program

XYZCorporation

You may follow this outline, however it is provided as an example only.
You must tailor your own Accident Prevention Program.

Element 1- Safety Orientation Each employee will be given a safety orientation by his/her immediate supervisor' when first
hired. The orientation will cover the following items:

1. A description of the accident prevention program:

* We have a formal written accident prevention program as described in WISHA regulations (WAC 296-800-140).

« |t consists of this safety orientation and a safety committee that is described in Element 2.

« We also have basic safety rules? that all employees must follow. They are:

 Never do anything that is unsafe in order to get the job done.

« [fa job is unsafe, report it to your supervisor or safety committee representative. We will find a safer way to do that job.

* Do not remove or disable any safety device! Keep guards in place at all times on operating machinery.

 Never operate a piece of equipment unless you have been trained and are authorized to use it.

« Use your personal protective equipment whenever it is required.

* Obey all safety warning signs.

* Working under the influence of alcohol or illegal drugs or using them at work is prohibited
and may be grounds for dismissal.

« Do not bring firearms or explosives onto company property.

* Smoking is only permitted outside the building away from any entry or ventilation intake.

* Horseplay, running and fighting are prohibited

« Glean up spills immediately. Replace all tools and supplies after use. Do not allow scraps to accumulate where
they will become a hazard. Good housekeeping helps prevent injuries.

2. How and when to report injuries. Where first aid facilities are located.

« |f you are injured or become ill on the job, report this to your supervisor or an available manager immediately.?
* There is a first aid kit in the shop on the wall next to the time clock.

* There is also a first aid kit in each company vehicle in the glove box.*

* We require all supervisors to have first-aid/CPR training.®

 We have also posted emergency phone numbers next to all telephones.5

3. How to report unsafe conditions and practices.
« |[f you see something that is unsafe or someone working in an unsafe manner, immediately report it to the supervisor’ of that
area, your own supervisor, or to a member of the safety committee.

4. What to do in an emergency including how to exit the workplace.
« An evacuation map for the building is posted on the wall in the lunch room. It shows the location of exits, fire extinguishers,
first aid kits, and where to assemble outside (North parking lot).

' Tailored to specify who has responsibility to give the orientation.

2 Tailored to add specific company safety rules.

% Tailored to specify to whom the employee should report injuries to.

4 Tailored to specify where the first aid supplies component of first aid facilities are located.
5 Tailored to specify availability of the first aid provider component of first aid facilities.

6 Tailored to specify means of calling for first aid assistance. .
7 Tailored to specify who an employee reports a hazard to. Continues
8Tailored to specify the location of exits and an assembly point after an evacuation.

asueljdwoy
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http://www.lni.wa.gov/wisha/corerules/HTML/296-800-140.htm

Required For
Compliance
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Fire Emergency
* You will be trained on how to use a fire extinguisher as part of this orientation.
If you discover a fire: ® Tell another person immediately. Call or have them call 911 and a supervisor.
If the fire is small (such as a wastebasket fire) and there is minimal smoke, you may try to put it out with a fire
extinguisher. If the fire grows or there is thick smoke, do not continue to fight the fire.
Tell other employees in the area to evacuate. Go to the designated assembly point outside the building.
Earthquake Emergency
During an earthquake: If you are inside a building:
 Drop under a desk or table, cover your head and hold on. Stay away from windows, heavy
cabinets, bookcases or glass dividers.
* When the shaking stops, supervisors are to check for damage and available evacuation routes
then begin an evacuation of their area to the designated assembly location.
« Evacuation should proceed as quickly as possible since there may be aftershocks.
« Supervisors must account for each employee in their work group as quickly as possible.
« First aid certified employees should check for injuries and help evacuate injured employees.
Do not attempt to move seriously injured persons unless they are in immediate danger of further injury.
« [f you smell gas, tell a supervisor to turn off the gas at the main. Open windows. A wrench is available at the rear
entrance to turn the gas shut-off outside the building. All supervisors are trained in the gas shut off procedure.™
« Supervisors and first aid employees must not re-enter the building once evacuation is complete.
« Do not approach or touch downed power lines or objects touched by downed power lines.
« Do not use the phone except for emergency use.
 Turn on a radio and listen for public safety instructions.
If you are outside: Stand away from buildings, trees, telephone and electric lines.
If you are on the road: Drive away from underpasses/overpasses. Stop in a safe area. Stay in the vehicle.

5. ldentification of hazardous chemicals used at this location.

« Safe use and emergency actions to take following an accidental exposure.

» We use several chemicals, including solvents and cleaners. You will receive a separate orientation as part of our
chemical hazard communication program on the hazards of these chemicals before you work with them or work in
an area where they are used.

6. Use and care of required personal protective equipment (PPE)."

» Some tasks in our company require an employee to wear PPE to protect against injury.

» We require ANSI “Z87” marked safety glasses where there is a danger of flying materials. For some operations, a full face

shield is required to be worn over the safety glasses.

* We require ANSI “Z89.1” marked hard hats where there is a danger of being struck by swinging or falling materials.

* [tem 7 below explains what tasks require the use of which PPE.

* You will be instructed by your supervisor'? on how to use and care for these PPE using the manufacturer’s instructions
(attached to this program).

7. The training you need to perform your job safely.

« Before you are first assigned a task, your supervisor' will show you what to do along with safety instructions and
required PPE.

» We have established safety rules and personal protective equipment (PPE) requirements based upon a hazard assessent
for each task listed below.

Do not use equipment or attempt to do any of these tasks until you have received the required training and PPE.

9 Tailored to specify limits of employee involvement in fire fighting and provide specific evacuation instructions.
10 Tailored to specify emergency procedures (such as location of emergency shut-off) and assign responsibility for this task.
Tailored to specify what types of PPE are required in this facility and incorporate manufacturer’s instructions for use and care into the program.

2Tailored to assign responsibility for providing this training to the supervisor.
'3 Tailored to assign responsibility for providing this training to the supervisor.
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Element 2-Safety Committee (required for employers with 11 or more employees)

 Qur committee will have from one to three, management designated representatives and will have one employee-elected
representative each, from the office, the factory and the outside sales divisions of our company. °

« Employees in each division will elect from among themselves a representative to be on the committee'®

* The safety committee members will elect a chairperson.

« The regularly scheduled meeting is the first Thursday of each month. This may be changed by vote of the committee'”

* A committee member will be selected each month to keep minutes.’® OR

Employee Safety Meetings (employers with 10 or fewer employees OR employers with 11 or more employees who are
segregated on different shifts or work in widely dispersed locations in crews of 10 or fewer may elect to have safety meetings
instead of a committee).

« They are typically held on the first Thursday of the month.'®
« All employees are required to attend.
 The leader of the meeting will designate a person to document attendance and the topics discussed.?

5Tailored to specify committee composition.

"6Tailored to specify how members are elected (by the unit rather than at large).
""Tailored to specify the meeting frequency and usual date.

"®Tailored to assign responsibility for keeping minutes.

Tailored to specify usual meeting date.

PTailored to assign responsibility for keeping attendance
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Accident Prevention Program
e
L Giickc Hore For an APP You Gan Modity

Click Here For an APP You Can Modify

Accident Prevention Program

XYZCorporation

You may follow this example, however it is provided as a sample format only.
You must tailor your own Accident Prevention Program.

Management Commitment
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Safety Policy

XYZ Inc. places a high value on the health and safety of its employees. XYZ Inc. is committed to providing a safe and healthful
workplace for all employees and has developed this program for injury prevention to involve management, supervisors, and
employees in identifying and eliminating hazards that may develop during our work process.

It is the basic safety policy of this company that no task is so important that an employee must violate a safety rule or take a
risk of injury or illness in order to get the job done.

Employees are required to comply with all company safety rules and are encouraged to actively participate in identifying ways
to make our company a safer place to work.

Supervisors are responsible for the health and safety of their employees and as a part of their daily duties must check the
workplace for unsafe conditions, watch employees for unsafe actions and take prompt action to eliminate any hazards.

Management will do its part by devoting the resources necessary to form a safety committee composed of management and
elected employees. We will develop a system for identifying and correcting hazards. We will plan for foreseeable emergen-
cies. We will provide initial and ongoing training for employees and supervisors. And, we will establish a disciplinary policy to
insure that company safety policies are followed.

Safety is a team effort — Let us all work together to keep this a safe and healthy workplace.

Safety and Health Responsibilities

Manager Responsibilities

—_

. Ensure that a plant wide safety committee is formed and is carrying out its responsibilities as described in

this program.
2. Ensure that sufficient employee time, supervisor support, and funds are budgeted for safety equipment, training and to
carry out the safety program.
Evaluate supervisors each year to make sure they are carrying out their responsibilities as described in this program.
Ensure that all incidents are fully investigated and corrective action taken to prevent the hazardous conditions or
behaviors from happening again.
Ensure that a record of injuries and illnesses is maintained and posted as described in this program.
Set a good example by following established safety rules and attending required training.

Report unsafe practices or conditions to the supervisor of the area where the hazard was observed.
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Supervisor Responsibilities:

1. Ensure that each employee you supervise has received an initial orientation before beginning work.

2. Ensure that each employee you supervise is competent or receives training on safe operation of equipment or tasks before
starting work on that equipment or project.

3. Ensure that each employee receives required personal protective equipment (PPE) before starting work on a project
requiring PPE.

4. Do a daily walk-around safety-check of the work area. Promptly correct any hazards you find.

5. Observe the employees you supervise working. Promptly correct any unsafe behavior. Provide training and take corrective
action as necessary. Document employee evaluations.

6. Setagood example for employees by following safety rules and attending required training.

Investigate all incidents in your area and report your findings to management.

8. Talk to management about changes to work practices or equipment that will improve employee safety.

~

Employee Responsibilities

Follow safety rules described in this program, WISHA safety standards and training you receive.

Report unsafe conditions or actions to your supervisor or safety committee representative promptly.

Report all injuries to your supervisor promptly regardless of how serious.

Report all near-miss incidents to your supervisor promptly.

Always use personal protective equipment (PPE) in good working condition where it is required.

Do not remove or defeat any safety device or safeguard provided for employee protection.

Encourage co-workers by your words and example to use safe work practices on the job.

Make suggestions to your supervisor, safety committee representative or management about changes you believe will

improve employee safety.

PN N

Employee Participation
Safety Committee (required for employers with 11 or more employees)

We have formed a safety committee to help employees and management work together to identify safety problems, develop
solutions, review incident reports and evaluate the effectiveness of our safety program. The committee is made up of manage-
ment-designated representatives and one employee-elected representative each from the office, factory and outside sales
divisions of our company.

* Employees in each division will elect from among themselves a representative to be on the committee. If there is only one
volunteer or nomination, the employees will approve the person by voice vote at a short meeting called for that purpose. If
there is more than one volunteer or nomination, a secret paper ballot will be used to elect the representative.

« Elected representatives will serve for one year before being re-elected or replaced. If there is a vacancy, an election will be
held before the next scheduled meeting to fill the balance of the term.

* [n addition to the employee-elected representatives, management will designate no more than three representatives but a
minimum of one who will serve until replaced by management.

« A chairperson will be selected by majority vote of the committee members each year. If there is a vacancy, the same method
will be used to select a replacement.

* [n addition to the committee responsibilities explained above, duties of safety committee members include:
* A monthly self-inspection of the area they represent
* Communicating with the employees they represent on safety issues and
* Encouraging safe work practices among co-workers.
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* The regularly scheduled meeting time is 7:30 am for one hour on the first Thursday of each month, at the employee
lunchroom. This may be changed by vote of the committee.

* A committee member will be designated each month to keep minutes on the attached minutes form. A copy will be
posted on the employee bulletin board after each meeting. After being posted for one month, the minutes will be filed for
one year. The minutes form contains the basic monthly meeting agenda.

Employee Safety Meetings (Employers with 10 or fewer employees OR employers with 11 employees who are segre-
gated on different shifts or work in widely dispersed locations in crews of 10 or fewer may elect to have safety meetings
instead of a committee)
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All employees are required to attend a monthly safety meeting held on the first Thursday of each month in the lunchroom.
This meeting is to help identify safety problems, develop solutions, review incident reports, provide training and evaluate
the effectiveness of our safety program. Minutes will be kept on the attached minutes form. Meeting minutes will be kept
on file for one year.

If you work on a construction job site, you can use the format below to meet the requirement for weekly meetings and a
weekly walk-around safety inspection. More frequent meetings are necessary because conditions on a construction site
change rapidly as the work progresses.

Crew-Leader Safety Meeting

Before the beginning of each construction job and weekly thereafter on Tuesdays at 7:00 am, the project foreman will hold
a safety meeting at the job shack. All XYZ company employees assigned to the project must attend! We will use this time
to:
* Go over the results of the weekly site safety inspection conducted on the previous Monday by the foreman
and an employee selected by other XYZ company employees on site,
* Review any incidents that happened during the previous week to help eliminate unsafe acts or conditions,
* Review the results of any recent WISHA inspections,
* Discuss safety issues of concern to employees or management and
* Provide training on relevant topics to increase the crew’s safety consciousness.

We will keep minutes of the meeting on the attached form. They will be posted for a week and then placed in a binder at the job
shack. At the end of the project, we will keep them on file at our main office for one year.

Hazard Recognition
Recordkeeping and Review

Employees are required to report any injury or work related illness to their immediate supervisor regardless of how
serious. Minor injuries such as cuts and scrapes can be entered on the minor injury log posted on each first aid kit. The
employee must use an “Employee’s Report of an Injury/lliness” form to report more serious injuries.

The supervisor will:

* Investigate a serious injury or illness using procedures in the “Incident Investigation” section below.
* Complete an “Incident Investigation Report” form.
* Give the “Employee’s Report” and the “Incident Investigation Report” to the bookkeeper.

The bookkeeper will:

* Determine from the Employee’s Report, Incident Investigation Report and any L&I claim form associated with the
incident whether it must be recorded on OSHA Injury and Iliness Log and Summary according to the instructions
for that form.
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* Enter a recordable incident within six days after the company becomes aware of it.

* |f the injury is not recorded on the OSHA log, add it to a separate incident report log, which is used to record non-OSHA
recordable injuries and near misses.

 Each month before the scheduled safety committee meeting, make any new incident reports
and investigations available to the safety committee for review, along with an updated OSHA and incident report log.

The safety committee will review the log for trends and may decide to conduct a separate investigation of any incident.

The bookkeeper will post a signed copy of the OSHA log summary for the previous year on the safety bulletin board each
February 1 until April 30. The log will be kept on file for at least 5 years. Any employee can view an OSHA log upon request at
any time during the year.

Incident Investigation
Incident Investigation Procedure

If an employee dies while working or is not expected to survive, or when two or more employees are admitted to a hospital as a
result of an incident, a representative from management will contact the Department of Labor and Industries within 8 hours
after becoming aware of the incident. During weekends and evenings, the toll-free notification number is: 1-800-321-6742.
Unless you leave a message on the fatality line at the toll-free notification number, management must talk with a representitive
of the department. Fax and messages on other department answering machines are not acceptable. Management must report:
the employer name, location and time of the incident, number of employees involved, the extent of injuries or iliness, a brief
description of what happened and the name and phone number of a contact person.

¢ DO NOT DISTURB the scene except to aid in rescue or make the scene safe.

Whenever there is an incident that results in death or serious injuries that have immediate symptoms, a preliminary investiga-
tion will be conducted by the immediate supervisor of the injured person(s), a person designated by management, an employee
representative of the safety committee, and any other persons whose expertise would help the investigation.

The investigation team will take written statements from witnesses and photograph the incident scene and equipment involved.
The team will also document as soon as possible after the incident, the condition of equipment and any anything else in the
work area that may be relevant. The team will make a written “Incident Investigation Report” of its findings. The report will
include a sequence of events leading up to the incident, conclusions about the incident and any recommendations to prevent a
similar incident in the future. The report will be reviewed by the safety committee at its next regularly scheduled meeting.

When a supervisor becomes aware of an employee injury where the injury was not serious enough to warrant a team investiga-
tion as described above, the supervisor will write an “Incident Investigation Report” to accompany the “Employee’s Report of
an Injury/lliness” and forward them to the bookkeeper.

Whenever there is an incident that did not, but could have, resulted in serious injury to an employee, the incident will be
investigated by the supervisor or a team depending on the seriousness of the injury that would have occurred. The “Incident
Investigation Report” form will be used to investigate the incident. The form will be clearly marked to indicate that it was a non-
injury incident. The report will be forwarded to the bookkeeper to record on the incident log.

An “Incident Investigation Checklist” form can be found on page 38 to help the supervisor carry out his/her responsibilities as
described above.
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Safety Inspection Procedures

XYZ Company is committed to aggressively identifying hazardous conditions and practices that are likely to result in injury
orillness to employees. We will take prompt action to eliminate any hazards we find. In addition to reviewing injury
records and investigating incidents for their causes, management and the safety committee will regularly check the

workplace for hazards as described below:

Annual Site Survey — 0Once a year an inspection team made up of members of the safety committee will do a wall-to-wall
walk through inspection of the entire worksite. They will write down any safety hazards or potential hazards they find. The
results of this inspection will be used to eliminate or control obvious hazards, target specific work areas for more inten-
sive investigation, assist in revising the checklists used during regular monthly safety inspections and as part of the annual
review of the effectiveness of our accident prevention program.

Periodic Change Survey — We will assign a supervisor or form a team to look at any changes we make to identify safety
issues. Changes include new equipment, changes to production processes or a change to the building structure. A team
is made up of maintenance, production, and safety committee representatives. It examines the changed conditions and
makes recommendations to eliminate or control any hazards that were or may be created as a result of the change.

Monthly Safety Inspection — Each month, before the regularly scheduled safety committee meeting, safety committee
representatives will inspect their areas for hazards using the standard safety inspection checklist. They will talk to co-
workers about their safety concerns. Committee members will report any hazards or concerns to the whole committee for
consideration. The results of the area inspection and any action taken will be posted in the affected area. Occasionally,
committee representatives may agree to inspect each other’s area rather than their own. This brings a fresh pair of eyes to
look for hazards.

Job Hazard Analysis — As a part of our on going safety program, we will use a “Job Hazard Analysis” form to look at each
type of job task our employees do. This analysis will be done by the supervisor of that job task or a member of the safety
committee. We will change how the job is done, as needed, to eliminate or control any hazards. We will also check to see
if the employee needs to use personal protective equipment (PPE) while doing the job. Employees will be trained in the
revised operation and to use any required PPE. The results will be reported to the safety committee. Each job task will be
analyzed at least once every two years, whenever there is a change in how the task is done, or if there is a serious injury

while doing the task.

Hazard Prevention and Control
Eliminating Workplace Hazards

XYZ company is committed to eliminating or controlling workplace hazards that could cause injury or iliness to our
employees. We will meet the requirements of state safety standards where there are specific rules about a hazard or
potential hazard in our workplace. Whenever possible we will design our facilities and equipment to eliminate employee
exposure to hazards. Where these engineering controls are not possible, we will write work rules that effectively prevent
employee exposure to the hazard. When the above methods of control are not possible or are not fully effective we will
require employees to use personal protective equipment (PPE) such as safety glasses, hearing protection, foot protection
etc.

Basic Safety Rules
The following basic safety rules have been established to help make our company a safe and efficient place to work. These
rules are in addition to safety rules that must be followed when doing particular jobs or operating certain equipment.

Those rules are listed elsewhere in this program. Failure to comply with these rules will result in disciplinary action.

* Never do anything that is unsafe in order to get the job done. If a job is unsafe, report it to your supervisor or safety
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committee representative. We will find a safer way to do that job.
* Do not remove or disable any safety device! Keep guards in place at all times on operating machinery.
* Never operate a piece of equipment unless you have been trained and are authorized.
* Use your personal protective equipment whenever it is required.
* Obey all safety warning signs.
» Working under the influence of alcohol or illegal drugs or using them at work is prohibited.
* Do not bring firearms or explosives onto company property.
* Smoking is only permitted outside the building away from any entry or ventilation intake.
* Horseplay, running and fighting are prohibited

« Clean up spills immediately. Replace all tools and supplies after use. Do not allow scraps to accumulate where they will
become a hazard. Good housekeeping helps prevent injuries.

Job Related Safety Rules

We have established safety rules and personal protective equipment (PPE) requirements based upon a hazard assessment for
each task listed below:

Work in or pass through any production area,for example: the Machine shop or Paint shop

Required PPE:

« Safety glasses. Check prior to use for broken or missing components (such as side shields) and for scratched lenses. Safety
glasses must have a “Z87.1” marking on the frame. If they are prescription glasses, the initials of the lens manufacturer must
be stamped into the corner of the lens to show that they are safety glass lenses.

Work Rules:

* Walk within marked aisles.
* Do not distract or talk with employees when they are using a machine.

Work with Bench Grinders: Machine shop

Required PPE:

Eye protection (full face shield with safety glasses under the shield).
Work Rules:

* Check that there is a gap between the tool rest and the wheel of no more than 1/8".

* Check that the upper wheel (tongue) guard has a gap of no more than 1/4".

* Check that the wheel edge is not excessively grooved. Dress the wheel if necessary.
* Do not grind on the face of the wheel.
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Work with Ladders: All locations

Required PPE:

« Full body harness when working at greater than 25’ and both hands must be used to do the job.
Work Rules:

* Before you use a ladder check it for defects such as loose joints, grease on steps, or missing rubber feet.

Do not paint a ladder! You may hide a defect.

* Do not use a ladder as a brace, workbench or for any other purpose than climbing.

« Do not carry objects up or down a ladder if it will prevent you from using both hands to climb.

« Always face the ladder when climbing up or down.

« [f you must place a ladder at a doorway, barricade the door to prevent its use and post a sign.

 Only one person is allowed on a ladder at a time.

« Always keep both feet on the ladder rungs except while climbing. Do not step sideways from an unsecured ladder onto
another object.

« [f you use a ladder to get to a roof or platform, the ladder must extend at least 3' above the landing and be secured
at the top and bottom.

* Do not lean a step ladder against a wall and use it as a single ladder. Always unfold the ladder and lock the spreaders.

« Do not stand on the top step of a step ladder.

* Set a single or extension ladder with the base 1/4 of the working ladder length away from the support.

Lifting Tasks: All locations
Required PPE:

* Leather gloves — for sharp objects or surfaces
« Steel toe safety shoes in production and shipping areas (to be supplied by the employee) must be in good condition and be
marked “ANSI 741 G - 75”

Work Rules:
* Consult your supervisor about lifting limits in your department.
* Use a mechanical device such as a forklift, hoist, hand truck or elevatable table whenever
possible to do the lift or to bring the load up between the knees and waist before you lift.
* Break the load down into smaller components if possible to provide a comfortable lift.
* Do not lift on slippery surfaces.
* Test the load before doing the lift.
* Get help if the load is too heavy or awkward to lift alone.
* Make sure you have a good handhold on the load.
* Do not jerk the load or speed up while lifting. Lift the load in a smooth and controlled manner.
* Do not twist while lifting (especially with a heavy load). Turn and take a step.
* Keep the load close to the body. Walk as close as possible to the load. Pull the load towards you before lifting if necessary.
* Avoid long forward reaches to lift over an obstruction.
* Avoid bending your back backwards to loft or place items above your shoulder. Use a step stool or platform
* Do not lift while in an awkward position.
* Back injury claims are painful for the worker and expensive for the company. Lift safely!
The signatures below document that the employee received training on how to lift safely.

Employee: Training Date:

Trainer:
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Disciplinary Policy

Employees are expected to use good judgment when doing their work and to follow established safety rules. We have estab-
lished a disciplinary policy to provide appropriate consequences for failure to follow safety rules. This policy is designed not so
much to punish as to bring unacceptable behavior to the employee’s attention in a way that the employee will be motivated to
make corrections. The following consequences apply to the violation of the same rule or the same unacceptable behavior:

First Instance— verbal warning, notation in employee file, and instruction on proper actions
Second Instance— 1 day suspension, written reprimand, and instruction on proper actions
Third Instance— 1 week suspension, written reprimand, and instruction on proper actions
Fourth Instance— Termination of employment.

An employee may be subject to immediate termination when a safety violation places the employee or co-workers at risk of
permanent disability or death.

Equipment Maintenance

The following departments have machinery and equipment that must be inspected or serviced on a routine basis. A checklist/
record to document the maintenance items will be maintained and kept on file for the life of the equipment.

Machine shop

Equipment Interval Location of record

Ederer 20 ton Crane Monthly Maintenance file cabinet
Omahda press brake Weekly Folder attached to the press
Vehicles

Equipment Interval Location of record

1986 Toyota Forklift A68710* Daily File cabinet in the garage
1992 Ford Taurus LST385 Monthly Vehicle glove box

*Forklifts are required to be examined daily prior to being placed into service or after each shift if used on a round-the-clock basis.
Emergency Planning

What will we do in an emergency?

In case of fire

An evacuation map for the building is posted on the wall in the lunch room. It shows the location of exits, fire extinguishers,
first aid kits, and where to assemble outside (north parking lot). A copy of the map is attached to this program. All employees
will receive training on how to use fire extinguishers as part of their initial orientation. A fire evacuation drill will be conducted
once a year during the first week of April.

« If you discover a fire: Tell another person immediately. Call or have them call 911 and a supervisor.
* |f the fire is small (such as a wastebasket fire) and there is minimal smoke, you may try to put it out with a fire extinguisher.
« [f the fire grows or there is thick smoke, do not continue to fight the fire.
« Tell other employees in the area to evacuate.
* Go to the designated assembly point outside the building. (north parking lot)
« If you are a supervisor notified of a fire in your area: Tell your employees to evacuate to the designated
assembly location. Check that all employees have been evacuated from your area.
« \erify that 911 has been called.
« Determine if the fire has been extinguished. If the fire has grown or there is thick smoke, evacuate any employees trying to
fight the fire.
« Tell supervisors in other areas to evacuate the building.
* Go to the designated assembly point and check that all your employees are accounted for. If an employee is
missing, do not re-enter the building!
« Notify the responding fire personnel that an employee is missing and may be inside.
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In case of earthquake

The west coast of the United States is subject to earthquakes. There will be no advance warning. The shock will be your only
warning. Because there are power lines over the north parking lot, the south parking lot is the designated assembly location for
earthquake evacuation. We have bolted tall narrow storage racks to the floors, walls or to each other to provide a wide base to
help reduce the potential for collapse. A wrench is available at the rear entrance to turn off the gas shut-off outside the build-
ing. All supervisors will be trained in the gas shut off procedure. An earthquake drill will be conducted each year during the first
week of September. In the event of an earthquake:

If you are inside a building:

 Drop under a desk or table, cover your head and hold on. Stay away from windows, heavy cabinets, bookcases or glass
dividers.
* When the shaking stops, supervisors are to check for damage and available evacuation routes then begin an evacuation of
their area to the designated assembly location. (south parking lot)
« Evacuation should proceed as quickly as possible since there may be aftershocks.
« Supervisors must account for each employee in their work group as quickly as possible.
« First aid certified employees should check for injuries and help evacuate injured employees.
Do not attempt to move seriously injured persons unless they are in immediate danger of further injury.
« [f a gas odor is in the building, tell a supervisor to turn off the gas at the main. Open windows.
« Supervisors and first aid employees must not re-enter the building once evacuation is complete.
« Do not approach or touch downed power lines or objects touched by downed power lines.
« Do not use the phone except for emergency use.
 Turn on a radio and listen for public safety instructions.

If you are outside: Stand away from buildings, trees, telephone and electric lines.
If you are on the road: Drive away from underpasses/overpasses. Stop in a safe area. Stay in the vehicle.
If an injury occurs

« A first aid kit is kept in the office on the North wall. Also, each company vehicle is equipped with a first aid kit located in the

glove box or under the driver’s seat. These kits are checked monthly by members of the safety committee. An inventory of

each kit is taped to the inside cover of the box. If you are injured, promptly report it to any supervisor.

« All supervisors are required to have first aid cards. Other employees may have been certified. A list of current first aid and
CPR certified supervisors and employees is posted on the safety bulletin board along with the expiration dates of their cards.

* In case of serious injury, do not move the injured person unless absolutely necessary.
Only provide assistance to the level of your training. Call for help. If there is no response call 911.

 AIDS/HIV and Hepatitis B are the primary infectious diseases of concern in blood. All blood should be assumed to be
infectious. These diseases can both be deadly. Employees are not required to perform first aid as part of their job duties. In
the event of a bleeding injury where first aid is needed, use gloves if possible to prevent exposure to blood or other potentially
infectious materials. The injured person can often help by applying pressure to the wound. Gloves and a mouth barrier for
rescue breathing are available in the first aid kits. If you are exposed to blood while giving first aid wash immediately with
soap and water and report the incident to a supervisor. The appropriate follow-up procedures will be initiated, including
medical evaluation, counseling, Hepatitis B vaccine and blood testing of the source person if possible.

For further information refer to WAC 296-62-08001(6).



Safety and Health Training and Education
Safety Training

Training is an essential part of our plan to provide a safe work place at XYZ Company. To ensure that all employees are trained

before they start a task that requires training, we have a training coordinator whose name is posted on the safety bulletin board.
That person is responsible to verify that each employee has received an initial orientation by his or her supervisor, has received
any training needed to do the job safely and that the employee file documents the training. The coordinator will make sure that
an outline and materials list is available for each training course we provide:
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Course Who must attend

Basic Orientation All employees (given by the employee’s supervisor)
Safe Lifting Any employee who lifts more than 20 pounds
Chemical Hazards (General) All employees

Chemical Hazards (Specific) An employee who uses or is exposed to a particular chemical
Fire extinguisher safety All employees

Respirator Training Employees who use a respirator

Forklift Training Employees who operate a forklift

Lockout Training (Awareness) All employees

Lockout Training (Advanced) Employees who service equipment

Welding Safety Employees who operate the arc welder

Safe Lifting Training Course Qutline

Required Materials:
* Video Back Your Back L&l video number VO146. Reserve at least two weeks in advance. Call (360)902-5444
« Safe Lifting rules from Accident Prevention Program

Outline: 1 hour class
* Talk about injury statistics related to lifting and handling materials.
* Talk about some injuries that have occurred in our work place.
* Show Video
* Answer questions from participants about video
* Go over safe lifting rules in the Accident Prevention Program.
- Demonstrate techniques.
- Discuss mechanical lifting aids such as hoists and carts that are available in our workplace.
* Have employees sign their names to the training roster

Other Hazard Control Programs

In addition to this basic accident prevention program, XYZ Company has developed detailed written programs that explain
procedures for doing certain kinds of work that have special hazards. Here is a list of those programs, when they apply and
where a copy is located:

Program Applies to Employees: Program Location:

Respirator Program using a respirator This binder

Energy Control (Lockout/Tagout) servicing machines This binder & in maintenance office
Chemical Hazard Communication all employees This binder




Suggested APP Self-Assessment Form
]

Use this tool to see how well your organization performs in areas of safety and health management
and where there are areas which can be improved. Here’s how:

Instructions:

Read the self-assessment questions listed on the following pages.

Read through the five answers (numbered 0 through 4).

Select the answer 